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Ihin  LIBRARY 
DOCUMENTS 

J  s  dz^x  OF  agriculture: 


OFFICE  OF  li^TORI^lATIOK  MEMOHAInTDUM  NO. 


22,  REVISED 


Revision  of  Departmental  Periodic  Requisition  Lists 


The  known  requirements  of  the  Department  for  the  publications  listed  in 
the  attached  table  are  ordered  periodically  from  the  Public  Printer  by 
the  Office  of  Information.    These  "Periodic  Requisition"  orders  are  based 
on  distribution  lists  prepared  by  the  Office  of  Information  and  other 
staff  offices. 

In  accordance  with  Department  Regulation  No.  1358,  needs  of  bureaus  and 
offices  for  a  publication  which  may  be  procured  from  the  Public  Printer 
should  be  included  in  the  Periodic  Requisition  whenever  possible,  thus 
saving  the  additional  charges  which  result  from  procuring  a  publication 
from  the  Superintendent  of  Documents  (see  Reg.  1918). 

The  attached  table  lists:     1.    Publications  which  may  be  procured  from 
the  Public  Printer  on  the  Periodic  Requisitions;  2.     (a)  The  method  of 
ordering  and  the  office  to  contact  for  additions  to  or  deletions  from 
the  Periodic  Requisition  list,  and  (b)  The  latest  date  a  bureau  order 
should  be  placed;  3.    The  method  of  ordering  and  the  office  to  contact 
for  additional  copies  of  the  listed  publications  not  provided  for  in 
the  Periodic  Requisition. 

Each  bureau  or  office  shall  designate  a  unit  or  section  to  consolidate 
and  placo  bureau  orders,  make  distribution,  and  serve  as  a  point  of 
contact  on  questions  arising  in  connection  with  publications.  The 
Printing  Section,  Division  of  Publications,  Office  of  Information, 
should  be  advised  of  the  unit  or  section  designated  as  the  bureau 
point  of  contact. 

Arrangements  for  bulk  distribution  of  the  publications  will  be  made 
by  the  offices  shown  in  column  2  of  the  attached  table. 


Attachment 


Keith  Himebaugh 
Director  of  Information 


Methods  of  Procuring  Publications  from  the  Public  Printer 
on  the  De-oartment '  s  "Periodic  Requisitions"  and  of  Securing  Additional  Copies 


Abbreviations: 

Acquis.  -  Acquisition  Section,  DsDartment 

Library- 
Cent.  Supp.  -    Central  Supply  Section, 

Office  of  Plant  and  Operations 
Est.  -  Estimates  Section,  Office  of  Budget 

and  Finance 
GS  -  General  Services  Section,  Office  of 
the  Solicitor 


LRS  -  Legislative  Reports  and  Service 
Section,  Office  of  Budget  and 
Finance 

Print,  -  Printing  Section,  Office  of 

Information 
D.C.  -  Division  of  Classification, 

Office  of  Personnel 
R,&,R.  -  Rules  and  Regulations 

Section,  Office  of 

Personnel 


(1) 

Publication 

\  (2) 

:     Periodic  Requisition  List 

:  (3) 
{Method  of  Ordering 
tand  Office  to  Con- 
:tact  for  Addition- 
:al  Copies  not  Pro- 
;vided  for  in 
rPeriodic  Requisi— 
ftion 

!  (a) 
: Method  of  Order- 
ling  and  Offices 
!tc  Contact  for 
: Additions  to  or 
i Deletions  from 

:  (b) 

:  Latest  Order- 

!  ing  Date 

Congressional  Record 

Memorandum  to 
LRS,  Re.  112  Adm 

:  Indefinite 

Phone  LRS, 
Ext.  4654 

Bills  and  Resolutions  l/ 
Reports  1/ 

Slip  Laws  2l/  ' 

Requirements  de- 
termined by  LRS 
based  on  experi- 
ence and  distri- 
buted to  those 
knovm  to  be  in- 
terested 

II 

II  I 
II  j 

II 

I  " 
II 

Hearings  l/  ! 

II 

II  . 

II 

Congressional  Dociiments  ! 

"  i 

'  J 

II  4 

II 

Agriculture  Anpro-oriation  Bill  ; 
t  ] 

Phone  Est. , 
Ext.  5901 

At  time  Est*  : 
contacts  : 
Bureau  Budget; 
Office  : 

It 

Agriculture  A-oDropriation  Act  ; 

II  ( 

H 

Agriculture  Appropriation  1 
Reports  : 

II  1 

II  • 
*  • 
• 

II 

Apiculture  Appropriation 
Hearings 

Budget  of  the  United  States 

Separates  of  the  President's 
Budget  Message 

Separates  of  Agriculture 
Budget  Estimates 

Decisions  of  the  Comptroller 
General  (Boujid  Vols.) 

Decisions  of  the  Comptroller 
General  (Monthly  Advance 
Sheets) 

Statutes  at  Large 


United  States  Code 


Memorandum  to 
Print. 

II 


Phone  OS, 
Ext.  2281 


Code  of  Federal  Regulations  2/  i  Phone  Print,, 

Ext.  5983,  or 


Federal  Register  2/ 
Postal  Guide 

Official  Register 

United  States  Government 
Salary  Tables 

United  States  Government 
Manual 

Congressional  Directory  3/ 


Standardized  Government 
Travel  Regulations 


Civil  Service  Conmission 
Class  St)ecif ications 

Civil  Service  Act  smd  Rules 


memo  • 


jReq..  (Form  AD-.78) 
to  Print, 


June  1 


Indefinite 


Phone  Print. , 
Ext.  5983 
or  send  memo 


May  1  and 
Nov.  1 
: 

:  Jan.  1  and 
:  May  1 


i 


Req.  (FormAD-78):  June  1 
to  D.C.  4/  : 

Req.  (Form-AD-78) t  " 
to  B&R  4/  : 


Phone  Estf 
Ext.  5901 


Phone  Acquis. 
Ext.  6069 


Phone  Print. , 
Ext.  5983 


Phone  Print., 
or  send  memo 
Ext.  5983 

Requisition  (Form 
AD-14)  to  Cent. 
Supp, 

Phone  D.C. , ■ 
Ext,  6287 

Phone  B&Rr 
Ext.  5965 


l/  Other  than  Agriculture  Appropriation  Documents 
2/  Fot  obtained  from  Public  Printer  -  free  from  National  Archives 
3/  rot  obtained  from  Public  Printer  -  free  from  Joint  Committee  on  Printing 
4/  This  office  will  consolidate  all  Department  orders  and  send  to  the  Printing 
Section,  Office  of  Information 


I 

mriTZD  STaTZS  DEPaRTI'IENT  0?  AGRI  CULTU;-iE 
SCyvje^  Director  of  Information 

i  ^'ashini^^ton 


March  21 ,  I9U2 


OFFICE  OF  INFORMATION  MEMORANDUI^  NO. 22 
".evision  of  Special  Departmental  Distribution  Lists 


Effective  immediately  the  Office  of  Information  ^''ill  prepare 
annually  the  departmental  distribution  lists  for:  (l)  Congressional 
Directory,  (?)  U.  S.  Government  "Manual,  (3)  Budget,  (U)  Digest  of 
Appropriations,  (5)  Comptroller  General's  Decisions  (bound,  annual 
issues \  (6)  Congressional  Record  (unbound),  (7)  Agricultural 
Appropriation  Act  and  hearings,  bill,  a,nd  reports  in  connection 
therewith,  (8)  Statutes  --t  Large,  ?^.nd  (9)  U.  S.  Code. 

The  distribution  lists  for  items  (3),  (U),  (5),  (6)  ^.nd  (7)  will 
be  prepared  with  the  advice  of  the  Office  of  Budget  -:nd  Finance. 
The  lists  for  items  (8)  and  (9)  v/ill  be  prepared  with  the  advice 
of  the  Office  of  the  Solicitor.    Any  additions  to  the  lists  for 
such  items  will  be  cleared  with  those  offices  by  the  Office  of 
Information. 


The  Office  of  Information  will  then  arrange  for  the  receipt  of 
this  m^^terial  from  the  Government  Printing  Office  and  for  its 
distribution,  except  that  the  Department  Post  Office  will  arrange 
for  distribution  of  item  (6)  through  the  usu^.l  mail  channels  --.nd 
the  Office  of  Budget  ^^nd  Finpjice  will  arrange  for  the  distribution 
of  item  (7)-    All  requests  for  changes  in  the  ordering  of  the  pub- 
lications mentioned  in  this  memorandum  should  be  made  directly 
to  the  Printing  Section  in  the  Office  of  Information  where  the 
lists  will  be  maintained. 


?'orse  Salisbury 
Director  of  Information 


Concurred  in: 

A.  Jump 
Director  of  Fin^mce 

■•<^stin  G.  White 
Solici  tor 

Arthur  J.  Thatcher 

Chief,  Office  of  Pl-^nt  -  nd  Operations 


I  - 


I  B  R  A  R  Y 

RECEIVED 

-^i  of  Agriculture 


